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Service Learning combines service to the community with student learning in a way that im-
proves both the student and the community. According to the National and Community Service 
Trust Act of 1993: 

 Service Learning: 
· Is a method whereby students learn and develop through active participation in thought-

fully organized service that is conducted in and meets the needs of communities 
· Is coordinated with an elementary school, secondary school, institution of higher edu-

cation, or community service program and the community 
· Helps foster civic responsibility 
· Is integrated into and enhances the academic curriculum of the students, or the education 

components of the community service program in which the participants are enrolled 
· And provides structured time for students or participants to reflect on the service  

experience. 
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In colleges and schools, service learning is part of the academic curriculum. In community or-
ganizations, youth develop practical skills, self-esteem, and a sense of civic responsibility. Ex-
amples of service-learning projects include: preserving native plants, designing neighborhood 
playgrounds, teaching younger children to read, testing the local water quality, creating wheel-
chair ramps, preparing food for the homeless, developing urban community gardens, starting 
school recycling programs, and much more.  

��������	
���	�
	�
���������
������
A national study of Learn and Serve America programs suggests that effective service learning 
programs improve academic grades, increase attendance in school, and develop persona; and 
social responsibility. Whether the goal is academic improvement, personal development, or 
both, students learn critical thinking, communication, teamwork, civic responsibility, mathemati-
cal reasoning, problem solving, public speaking, vocational skills, computer skills, scientific 
method, research skills, and analysis. 
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A.  Engage in any activity that may influence legislation 
B.  Organize or engage in protests, petitions, boycotts or strikes 
C.  Assist, promote, or deter union organizing 
D.  Impair existing contracts for services or collective bargaining agreements 
E.  Engage in partisan political activities or other activities designed to influence the out 

 come of an election to any public office 
F.   Participate in, or endorse, events or activities which are likely to include advocacy for  

 or against political parties, political platforms, political candidates, proposed legislation, 
 or elected officials.  

G.  Engage in religious instruction; conduct worship services; provide instruction as part  
 of a program that includes mandatory religious instruction or worship; construct or  
 operate facilities devoted to religious instruction or worship; maintain facilities primarily 
 or inherently devoted to religious instruction or worship; or engage in any form of reli-
 gious proselytization. 

 
�����������������

A.  A Service Learning student’s service activities may not include organized fundraising, 
 including financial campaigns, endowment drives, solicitation of gifts and bequests, and 
 similar activities designed for the sole purpose of raising capital or obtaining contribu-
 tions for the organization. 

Students may engage in any and all of these activities on their own time. 
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Oral History Interview Guidelines.  Retrieved August 16, 2010, from http://www.nationalww2museum.org/
education/for-students/oral-history-guidelines.html#The 

Oral history is the systematic collection and recording of individual memories as historical 
documentation.  An oral historian collects memories in the same way a museum collects arti-
facts.  In fact, many museums of modern history collect oral histories along with artifacts, en-
suring that that their physical collection of objects is more fully interpreted. 

 
While collecting artifacts may be difficult, collecting memories can be much easier. 

 
The practice of collecting oral history has been around for a long time.  The so-called father of 
history, Herodotus, used oral sources to compile his early Greek histories.  But only since the 
1970s, with a growing interest in local and community history, have historians begun to rely 
more on direct oral sources to explore the lives of people often left out of historical 
works.  These people include ethnic and racial minorities, working-class men and women, and 
even children.  By going directly to these sources, historians have been able to explore and 
document their sources through first-hand accounts.  Today oral history continues to be a 
popular and fruitful technique for historians to capture the “voice” of a person who actually ex-
perienced an event or time period.  From these individual accounts, historians can often draw 
larger conclusions about historical eras, geographical areas, and specific events. 

 
WWII veterans often think that they do not need to provide an oral history because they did not 
serve in combat, or they do not feel that what they did was of great importance. That is not the 
case, because the history of World War II continues to be written today. In the coming dec-
ades, historians will be asking new and different questions about the Second World War. Many 
of those questions will probably relate to the contribution of those who did not directly partici-
pate in combat. So now, more than ever, it is of crucial importance to preserve the history of all 
who served during World War II.  
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�  Research the oral history topic 

�  Find an interview candidate 

�  Write your candidate a letter formally requesting an interview 

�  Schedule an interview with your candidate (all interviews must occur on HCC’s campus) 

�  Have your interview subject sign an Oral History Informed Consent and Release form 
(found on page 12)  

�  Complete a Room and Materials Request form (found on page 11) 

�  Turn in the signed Oral History Informed Consent and Release form and completed Room 
and Materials Request form to the Center for Service Learning (DH 339)  

�  Prepare interview questions 

�  Check out interview equipment from the Center for Service Learning (DH 339) 

�  Conduct the interview  

�  Return the interview equipment to the Center for Service Learning (DH 339) 

�  Pick-up a CD of your interview from the Center for Service Learning (DH 339) 

�  Transcribe the interview & prepare a CD table of contents 

�  Send a copy of your transcription and a letter asking for approval of the transcription to 
your interview subject 

�  Make changes to your transcription as requested by your interview subject 

�  Turn in a paper and digital copy of your final transcription to your instructor by _________ 

�  Mail a copy of your final transcription to your interview subject for their records. 
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 ��
���!���"   Columbia Archives 

 ��
��� ������"   10227 Wincopin Circle, Columbia, MD 21044 

#���$���"   www.columbiaarchives.org 

	�
����������
"   Barbara Kellner, Director 
 Robin Emrich, Archivist 

	�
������%�
��&"   410-715-3103 

'����� ������"  columbia.archives@columbiaassociation.com  

	�
�����(�)�&"   410-715-3043 

 ��
���*�����+���
"  
 

The Columbia Archives has been chronically the history of Columbia, 
Maryland since 1983.  The Columbia Archives is the primary resource for 
information about Columbia and James Rouse. 

,��������%��������
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The Columbia Archives has newspaper articles, magazine articles, con-
cert programs, advertisements and other materials about Merriweather 
Post Pavilion.  The materials date back to the origin of Merriweather in the 
late 1960’s. 
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"   Monday—Friday, 9:00 am—5:00 pm 
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Researchers can only use pencil at the archives. 
Researchers must make an appointment to perform research. 
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 From campus, students can take Howard County Transit to the Columbia 
Mall and then walk to the Columbia Archives. 
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Oral History Interview Guidelines.  Retrieved August 16, 2010, from http://www.nationalww2museum.org/
education/for-students/oral-history-guidelines.html#The 

1. Inform the Interviewee  

Before any interview takes place, you should inform your interview subject of the purpose of 
the interview, the general subjects to be covered, the time and place of the interview, how the 
interview will be conducted (will it be taped, video taped?), and what will be done with the infor-
mation. 

 

2. Perform Background Research  

You should do appropriate background research on their oral history topic before you conduct 
an interview.  A trip to the library, as well as research on-line, is crucial to make sure that you 
have a familiarity with the subjects to be covered.  An uninformed interviewer is a passive inter-
viewer, unable to control the structure and direction of the interview. 

 

3. Prepare Questions  

You should have prepared questions written down.  These questions should be broad enough 
to let the interviewee describe or explain the how, what, where, and why of a subject, but 
should be limited enough so that the interviewee knows what you are interested in learning. 

 

4. Be an Active Listener  

Oral historians must be active listeners.  You should be able to monitor the quality of what an 
interviewee is relating while also listening to clues or inferences that may reveal new areas or 
topics worth exploring.  Don’t just stick to your scripted questions—be prepared to follow up on 
interesting or important stories or themes if the opportunity presents itself. 

 

5. Take Notes  

You should take notes during the interview.  Taking notes will give you a chance to jot down 
new questions as they come to mind.  It is also a good idea to write down names used during 
an interview so you can check for spelling accuracy with the interviewee after the interview. 

 

6. Listen for Inaccuracies  

If the interviewee appears to be presenting a much distorted account, you can switch to a 
negative tack without damaging rapport.  Simply state that other sources you have consulted 
have taken an opposite view and ask the interviewee to comment.  Be careful not to directly 
challenge the knowledge or truthfulness of the interviewee.  It is also best to save more per-
sonal and sensitive subjects for the middle of the interview when a more relaxed atmosphere 
has been established. 
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Oral History Interview Guidelines.  Retrieved August 16, 2010, from http://www.nationalww2museum.org/
education/for-students/oral-history-guidelines.html#The 

 

7. Accept Silence  

Expect and accept a little silence.  Never rush the interviewee into answering.  One of the most 
common mistakes that novice interviewers make is to repeat or rephrase a question when the 
interviewee does not immediately respond.  Another frequently made mistake is moving on to 
the next question at the interviewee’s first pause.  People often need time to put their thoughts 
in order.  If you allow them a few more seconds, they will probably add more to their earlier 
statements.  Silence can be awkward, but useful. 

 

8. End Strongly  

Before the interview concludes, ask the interviewee if there is anything else they would like to 
tell you that you did not ask about.  Conclude by thanking the interviewee for his or her time.  If 
you have taped the interview and agreed to supply the interviewee with a copy, tell him when 
you will have that tape prepared.  After the interview, write a thank-you letter to the inter-
viewee. 

 

9. Label Your CD  

If you are recording your interview, clearly label your CD with the date, the interviewee’s name, 
and the subject of the interview.  It is always a good idea to start your interview by recording a 
short introduction at the beginning of the CD which includes the above information (labels can 
fall off): “This is Joe Smith interviewing Mary Jones about her WWII experiences on Thursday, 
October 9, 2003.”   

 

10.  Transcribe Your Interview  

Recording your interview only on CD will not be very helpful to others wishing to use your inter-
views for further research.  Typing out your interview is time-consuming, but important.  Not 
only will it make your interview more accessible to future researchers, but it will oblige you to 
listen more closely to the content of the interview. 
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The first thing you need to do is find someone to interview.  Begin by talking to family, friends, 
fellow students and co-workers about your oral history project.  Once you find someone who 
has had a personal experience with your project topic, ask them if they would be interested in 
serving as your interview subject for your oral history project.  If they are interested, write 
them a formal letter requesting an interview.  
 
Before any interview takes place, you should inform your interview subject of the purpose of 
the interview, the general subjects to be covered, how the interview will be conducted and 
what will be done with the information.  In your letter, make sure you inform your potential inter-
view subject that the interview will be recorded, transcribed and donated to the Columbia Ar-
chives.  Explain that in order to participate, they will need to sign a release form that will allow 
Howard Community College and the Columbia Archives to retain the recording and transcript 
of their interview.  Your letter should also include your contact information so that you can ar-
range a date and time for your interview. 
 
 

4������������&������
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Once you have established a good date and time for you and your interviewee, you will need 
to reserve a space for the interview as well as the necessary equipment. 
 
Begin by filling out the Interview Room and Materials Request from found on page 11 of this 
handbook.  Return the completed form to the Center for Service Learning in Duncan Hall, room 
339 at least 1 week before your requested date.   
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Project Topic & Interviewee Name:         
 

 Member #1     Member #2 
 

Name:       Name:       
 

E-Mail:      E-Mail:      
 

Phone:      Phone:      
 

 Member #3     Member #4 
 

Name:       Name:       
 

E-Mail:      E-Mail:      
 

Phone:      Phone:      
 

 Member #5     Member #6 
 

Name:       Name:       
 

E-Mail:      E-Mail:      
 

Phone:      Phone:      
 
Interview Request Details (Rooms will be scheduled for one hour unless otherwise noted.) 
 
Date:     Time:     Room Assigned:     
 
Audio Recording Equipment (Audio Equipment must be returned within 24 hours.) 
 
Signed Out by:      (Print Name of Student) on   (Date) 
 
Student’s Signature:        CSL Initials:    
 
 
Returned by:      (Print Name of Student) on   (Date) 
 
Student’s Signature:        CSL Initials:    
 
CD Picked Up from the Center for Service Learning 
 
Received by:       (Print Name of Student) on   (Date) 
 
Student’s Signature:        CSL Initials:    

CSL Use Only 

CSL Use Only 
 
Request Received:     
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D
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Oral History  Informed Consent and Release 
 
I, ______________________________________, hereby agree to participate in an 
interview in connection with the HCC’s Oral History Service Learning Project.  HCC’s 
OHSL Project of the Howard Community College Center for Service Learning in part-
nership with the Columbia Archives [hereafter ‘partners’]. 
 
I understand that this interview will be recorded and such recording or any transcrip-
tions that may be made from the recording may be used by any of the project partners 
named above in any manner they may determine, including, but not limited to, public 
and scholarly use in print and via the Internet. 
 
Unless noted otherwise on the reverse of this sheet, I hereby grant to the partners of 
the HCC’s OHSL Project all right, title, and interest in the recordings of this interview 
and any transcripts made of such interview and any accompanying materials, including 
copyright interest in any and all media now known or hereafter developed.  The project 
partners agree not to preclude any use I may want to make of the information in the 
recordings and/or transcripts. 
 
I understand that the recording, transcript and any accompanying materials shall be 
cared for by the project partners in a manner that shall best provide for its physical 
preservation and at the same time make it available for research. 
 
 
____ I agree to be identified by name in any transcript or reference to the information 
contained in this interview. 
 
____ I wish to remain anonymous in any transcript or reference to the information con-
tained in this interview. 
 
 
 
 
Participant [please print]    Participant’s Signature and Date 
 
 
 
Interviewer [please print]    Interviewer’s Signature and Date 
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Oral History Interview Guidelines.  Retrieved August 16, 2010, from http://www.nationalww2museum.org/
education/for-students/oral-history-guidelines.html#The 

Constructing good questions is just as important as getting good answers.  By asking the right 
questions, you can control the interview.  A good question is one that is easy to understand 
and allows the interviewee to explain the who, what, when, why, and how of an issue or an oc-
currence.  Remember, the idea of an interview is to gather meaningful historical information. 

 

Yes or No Questions  

Yes or No questions will get you some information, but broader-based questions will allow your 
interviewee to better explain, describe, elaborate, and inform.  “Were you angry when you 
heard about Pearl Harbor?” is not as good a question as, “How did you feel when you heard 
about Pearl Harbor?”  Ask yes or no questions and other simple factual questions early on in 
the interview to get needed background information and let both parties get comfortable with 
the interview process. 

 

Overly-Broad Questions  

On the other hand, you should be careful not to make your questions too broad.  A question 
like, “Can you tell me what it was like in the Army?” is probably too broad.  Interviewees will 
usually appreciate it if you give them some parameters to work between: “Can you tell me what 
barracks life was like in the Army?” or “What was it like the first time you saw combat?” 

 

Confusing or Multi-Part Questions  

Be careful to avoid confusing or multi-part questions: “What do think about the way President 
Johnson conducted the war before and after the Tet Offensive and how do you think domestic 
events effected his ability to lead?”  If you want the answers to each part of this question, 
break it down into at least three questions.  All your questions should be easily understood.  If 
you don’t get answers to the questions you ask (after an appropriate pause), rephrase the 
questions, or simplify them. 

 

Leading and Biased Questions  

Be careful not to ask leading or biased questions: “Didn’t you hate having to live in a barracks 
with so many other women?” or “Why do you think New Orleans is the best city in Amer-
ica?”  (This last question would be OK to ask if the interviewee had stated that she thinks New 
Orleans is the best city in America.)  Instead ask, “What was it like having to live in a barracks 
with so many other women?” and “How do you like living in New Orleans?”  These last ques-
tions give the interviewee an opportunity to share her positive, negative, and neutral opinions 
with you. 
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Oral History Interview Guidelines.  Retrieved August 16, 2010, from http://www.nationalww2museum.org/
education/for-students/oral-history-guidelines.html#The 

 

Get the Facts Before  

Don’t ask factual questions that you should have researched before the interview: “What year 
did the war start?” or “Who was president then?”  It is your responsibility to go into an interview 
as fully prepared as possible.  Good research leads to good questions.  Good questions lead 
to good interviews.  Don’t be afraid to follow up on information that comes up that you don’t 
know.  If your interviewee says, for instance, that he was in basic training at Camp Beaure-
gard, you should feel free to follow up with, “Where is Camp Beauregard located?” 

 

Respect Your Interviewee  

Always respect the privacy and sensibilities of your interviewee.  If he or she is uncomfortable 
about a subject or refuses to answer a question, move on to another subject.  Remember—the 
interviewee is doing you a favor answering your questions. 

 

Practice, Practice, Practice  

It takes time to find just the right way to put a question so that the interviewee knows the kind 
of memories you are looking for, but has the freedom to develop and elaborate on his or her 
memories as the interview progresses.  The more interviews you perform, the better you will 
become at crafting and delivering questions. 
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Oral History Interview Guidelines.  Retrieved August 16, 2010, from http://www.nationalww2museum.org/
education/for-students/oral-history-guidelines.html#The 

These are sample questions for an oral history interview with a World War II Veteran.  Use 
them to get ideas for your interviews. 
 
 
· What is your full name? 
· When and where were you born? 
· What were you doing before the war? 
· Were you married or single? 
· Where were you when you found out about Pearl Harbor? 
· Did you enlist or were you drafted? 
· What was your branch of service? (USA? USN? USMC? USCG? USMM?) 
· When did you enter service? (month-day-year) 
· Where did you enter service? 
· Where did you receive your basic training?  Describe basic training. 
· What weapon(s) did you qualify on during basic traning? (M1903 rifle? M1 rifle?) 
· What qualification level did you achieve? (Marksman? Sharpshooter? Expert?) 
· What was your military specialty? (Infantry? Artillery? Airborne? Armor? etc.) 
· Describe the people you trained with in basic training. 
· When did you deploy overseas? 
· What theater of operations were you in? (ETO? PTO? MTO? CBI?) 
· What was your port of embarkation for deployment? (New York? San Diego?) 
· How long did it take for you to reach your theater of operations? 
· Did you receive any training after you were deployed overseas? 
· What type of equipment were you issued before you were deployed overseas? 
· Were you involved in any invasions? (If ‘yes’ please describe) 
· Were you ever taken under enemy fire? (If ‘yes’ please describe) 
· Did you return fire? (If ‘yes’ please describe) 
· What was the food like? 
· Did you admire your commanding officer? 
· Did you admire the people you served with? 
· Were you wounded? (If ‘yes’ please describe) 
· Did you get enough sleep? 
· Where were you on VE-Day? 
· Where were you on VJ-Day? 
· When did you return to the US? 
· How long did you serve overseas? 
· What are some of your most memorable experiences during WWII? 
· Did your service in WWII affect the rest of your life? If so, how? 
· What lessons for today’s generation would you like to pass on? 
· Is there anything I forgot to ask you about your service during WWII? 
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Baum, Willa K. Transcribing and Editing Oral History. Nashville: American Association for State and Local His-
tory, 1977. �

· During the interview, keep a running list of names, dates, words, or phrases that may be 
hard to hear, old-fashioned, technical or otherwise difficult for the transcriber. 

 
· Notes on the subjects discussed are useful for the table of CD contents. 
 
· Take notes on the surroundings, appearance of the narrator, other persons present, etc. 

and notes for yourself on questions to ask later or facts to look up. 
 
· At the end of the interview, ask the narrator about the spelling of names or technical words, 

correct them on your notepad, and mark an OK to show you have checked them.  Do the 
same for dates. 
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After completing your interview, you will need to create a label for your archive CD with infor-
mation about your interview on it.  A sample CD label is below for your reference: 
 
 
Howard Community College  
Oral History Service Learning Project 
Columbia Archives 
 
Narrator:   Abe Carlin 
Date:    May 13, 2010    
Place:    Oakland, Calif. 
Interviewer:   Mary Fontenrose, Howard Community College Student 
Project Title:   Merriweather Post Pavilion History 
Interview Session:  1     
Length:   35 minutes 
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After completing your interview, you will need to create a Table of CD Contents to be kept with 
your archive CD.  This document will help future researchers find information contained in your 
interview.  A sample Table of CD Contents is below for your reference: 
 
 
 
HOWARD COMMUNITY COLLEGE     ORAL HISTORY PROJECT 

        CD #: 1  
 

TABLE OF CD CONTENTS 
 

          
Narrator:   Abe Carlin      
Occupation:   Lawyer       
Address:   1742 Filbert Street, Columbia, Maryland     
       
Date of Interview:  September 7, 2010    
Session:   1      
Interview Location:  Howard Community College    
Length:  35 minutes     
 
Title or Subject:  Merriweather Post Pavilion, Black Eyed Peas Concert in 2008  
 
Interviewer:   Mary Smith, Howard Community College Student    
Others Present:  Jake Green, Mia Naseem, Chris Williams     
 
 
CONTENTS: 
             
Min. 
 
0 Childhood in Columbia, Maryland 
2 First concert attended at Merriweather Post Pavilion 
4 Black Eyed Peas Concert at Merriweather Post Pavilion 
8  
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Room selection 
Hold your interview in a quiet room where you can close the door to eliminate any unexpected 
noises.  The room should also have a table and comfortable chairs for your group to use. 
 
Setting up the digital audio recorder 
The digital audio recorder should be placed upright, in its attached tripod on top of the table.  
The recorder should be placed within five feet of all individuals who will be speaking during the 
interview.  Sound levels will be most consistent if the recorder is distanced equally from the 
interviewer and the interview subject (narrator.) 
 
Orienting the microphone 
There are four microphones located inside the ZOOM H2 recording device.  This allows the 
device to pick up sound in a 360 degree spectrum.  However, for best results place the re-
corder so that the front is facing the interviewer and the back is facing the interview subject.   
 
Using the digital audio recorder 
Start by turning the ZOOM H2 device on by raising the switch located on the left side of the 
device to the on position.  The LCD screen will light up when the device is turned on.  To place 
the device into record mode, simply touch the red “record start” button in the center of the key-
pad.  To begin recording your interview, press the red “record start” button a second time.  
When the device has started to record you will notice the time counter on the top of the screen 
will begin counting.  At the end of your interview, press the red “record start” button a third time 
to stop recording. 
 
Listening to your interview 
To listen to your interview, plug a pair 
of ear phones into the ear phone jack 
on the side of the device and press the 
“play/pause” button located on the bot-
tom of the keypad. 
 
Saving your interview 
Your interview will automatically be 
saved to the memory card in the de-
vice.  When you return the device to the 
Center for Service Learning, your inter-
view will be downloaded to a computer 
and written on a CD.   
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Keep the following in mind: 
 
· The transcription must be accurate—remember that your narrator will review the transcript 

to make edits and to approve it. 
 
· No changing words or word order 
 
· Double space to allow room for the narrator to make edits, additions, etc. 
 
· Include the following information at the top of every page: 
 Interview with Bernice H. May, Interview 1 
 Date of Interview: 15 June 1974; Berkeley, California 
 Interviewer: Gabrielle Morris 
 Transcriber: Marilyn White 
 Begin CD 1 Track 1 
 
· Use last names of speakers if of a reasonable length, or initials.  Do not use more than one 

set of initials, since this makes the transcription more difficult to read.  If the conversation is 
carried over to the next page, indicate who the speaker is again at the top of the next page.  
It should not be necessary on any page to turn back to the previous page to find out who is 
speaking. 

 
 Teiser: 
 Kennedy: 
 
 
 Teiser: 
 L. Kennedy: [If the interview 
   includes another member 
 A. Kennedy: of the family.] 
 
 
 WCL:  [Walter Clay Lowdermilk 
   —too long a name.] 
 Chall:  [Interviewer.] 
 Mrs. L:  [Mrs. Lowdermilk—using 
   her initials would make it 
   hard to remember who is who.] 
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1. Listen to about 10 minutes before starting to type in order to catch the manner of speaking, 
special pronunciations, crutch words, etc.  Listen ahead at least a phrase before typing.  If the 
narrator is prone to many false starts, you will have to listen ahead more.  If the narrator is 
fairly deliberate, you can type almost as the words are spoken. 
 
2. Type the words you hear, in the order they are spoken.  Listen and type with understanding 
of what the speaker means, but be careful not to get rolling with the speaker so well that you 
are inadvertently putting words and phrases into her mouth.  Even if the speaker may be awk-
ward, forgetful, or nonverbal, resist the temptation to help out with your own vocabulary. 
 
3. Type neatly— a nice-looking transcript will be more acceptable to the narrator.  A narrator is 
less tempted to revise a neat transcript than one that has many errors. 
 
4.Punctuate according to the sense of the words as spoken.  Do not be too distressed if your 
punctuation doesn’t exactly follow correct grammar.  Do the best you can to indicate how the 
words were spoken.  No changing of word order is allowed. 
 
5. Listen for the end of a sentence; even if it isn’t a complete sentence, stop and start a new 
one.  Many narrators go on and on, using an “and” instead of a period.  End run-on sentences 
at a reasonable point, but don’t break down a complex clause-speaker into a short sentence 
John Steinbeck-type speaker. 
 
6. Start a new paragraph when the subject changes.  A long, unbroken monologue is hard to 
read. 
 
7. Unusual pronunciation and dropped word endings should not be indicated by phonetic spell-
ing.  It is almost impossible to convey pronunciation phonetically, and narrators are offended 
by a sprinkling of “yeahs,” “yups,” and “goin’s,” throughout their transcript even if they said it 
that way.  Save the CD to indicate pronunciation. 
 
8. Contractions should be typed as spoken—this allows for a more natural transcription. 
 
9. Crutch words.  Almost everyone speaks with a plentitude of crutch words and gurgles such 
as “ah,” “well,” “and then,” “of course,” “you know,” “understand?” “right?” which serve the pur-
pose of either a pause to think of the next right thing to say, or a check as to whether the other 
person is listening.  In speaking, crutch words may slip by almost unnoticed, but written down 
they will leap out from the page as a proclamation that the narrator could not get her thoughts 
together instantaneously.  It is unlikely that a narrator will approve and release a transcript full 
of crutch words; even if she does they will serve to impede the reader and to make the narrator 
look inadequate.  Leave out most crutch words in transcribing if it is apparent that they are just 
pauses for thought.  Leave in a few to show the narrator uses them, that this is an informal 
conversation.  Leave them in if they have meaning. 
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10. Do not transcribe comments of the interviewer which are clearly only to indicate that he is 
listening, such as “my, my,” “how interesting,” “really?”  Like crutch words, they only serve to 
impede the reader and make the interviewer look like a scatterbrain. 
 
11. Do not transcribe false starts or unfinished sentences if the interviewee clearly reconsiders, 
stops, and then states it otherwise.  Do transcribe if it is information she does not repeat in the 
revised sentence.  In other words, get down all the information, but if she fumbles and starts 
again, leave out the fumble. 
 
12. Portions you can’t hear.  Listen again.  Ask someone else to listen.  Don’t waste too much 
time trying to hear what you can’t.  Leave a blank space about as long as you think the phrase 
is (don’t underscore) and pencil in lightly the CD time.  The interviewer or editor may be able to 
understand later. 
 
13. Portions to be left out.  The interviewer may indicate on the interview notes that certain por-
tions are not to be typed, perhaps chit-chat, an irrelevant story, or a repetition of an already 
told tale.  It is better to leave the recording running during the interview and then not transcribe 
irrelevant portions than to call attention to the recorder by turning it off and on. 
 
14. Stage directions, descriptions of what is happening, or how words are spoken.  Use these 
with discretion and put them in parentheses.  Some are necessary to understand the action, 
such as (reading from newspaper), (goes to bookcase to get scrapbook), (Mrs. Packard brings 
in cookies and tea), (interruption for telephone call), (pause while fire engines go by).  Others 
are interpretations of the sound and must be used with care lest they offend the narrator.  For 
example, (laughter) is fine if it follows a genuine joke, but may be offensive if it is in an inappro-
priate place or in fact represents a nervous giggle. 
 
15. Proper names and places.  Use the notes that come with the interview.  If not in those 
notes, look it up online, in an almanac, atlas or history book.  If nowhere to be found, spell pho-
netically.  Names that cannot be checked should be called to the attention of the narrator when 
she reviews the transcriopt. 
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Central City Library 
Sixth & Main Streets 

Central City, California 95867 
 

July 1, 2005 
Oral History Project 
Mrs. Robert T. Hale 
1220 Spruce Street 
Central City, California 95867 
 
Dear Mrs. Hale, 
 
 Enclosed you will find a copy of the transcript of the interview we recorded in April, 
ready for you to look over and approve for final typing.  Your account of the demolition and re-
building of Oxford School and all of the attendant debates while you were on the School Board 
will be especially useful to researchers.  We are also pleased to have your account of the diffi-
culties of running a household during the Depression. 
 I have included a sheet with the suggested title and list of headings.  How do you want 
your name on the title page, Mrs. Robert T. Hale or Mary McKinnon Hale?  Enclosed, you will 
also find a sheet with a list of questions about portions of the transcript that need either your 
careful checking or about which we would like more details.  Please answer the questions on 
it. 
 The manuscript as corrected by you and returned to us, will be used to create a final 
draft.  One of the final bound copies will go to you, one to the History Room, Gold Town Library 
at Gold Town and one will be retained in our library.  The library copies will be open to patrons 
to read on the library premises.  Other libraries in the area may also request copies. 
 We would like to include a picture of you.  If you could send one or two copies of recent 
(or older) photographs we would greatly appreciate it. 
 Thank you for the time that you have put in so far, and for reviewing the transcript.  I 
hope that you and Mr. Hale are well. 
 
        Sincerely yours, 
 
 
        Mary Fontenrose 
        Interviewer 
 
P.S. Please contact me if you have any questions; 410-555-5555 or 
your.email@howardcc.edu 
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